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OPERATOR'’S MANUAL

Purpose¢:

The purpose of state vehicles is
to provide safe and dependable
transportation for state employ-
ees who require the use of state
vehicles in the performance of
their job responsibilities.

Driver Authorization:

Drivers of state vehicles must
have a valid drivers license and
an approved Authorization And
Driving History Form (DA 2054)
on file with the agency before
operating a state vehicle.

Responsible Operation:

Drivers of state vehicles must
operate their vehicles in a
responsible manner at all times.
This means inspecting vehicles
prior to use, obeying all traffic
laws, driving defensively and
using seat beits. Any traffic vio-
lations incurred by a driver are
the responsibility of the driver,
not the state of LLouisiana.

Trip Logs:

Drivers of state vehicies must
properly log each trip on the

Daily Vehicle Log form (DA MV
3). Each trip should include the
date, the ending odometer read-
ing, the trip mileage, the begin-
ning and ending points of the
trip, and the driver's initials.
Additionally, any fuel put into
the vehicle, fuel cost, mainte-
nance and repair cost, down
days, or other costs which are
incurred, must also be recorded
in the appropriate places on the
form.

Personal Assignment/
Home Storage:

If your department/agency
believes that it is in the best
interest of the state to personal-
ly assign a vehicle to a driver
and/or have that driver home
store a state vehicle, then a
Request For Personal
Assignment And/Or Home
Storage Of State-Owned Vehicle
form (DAMV-2) must be submit-
ted to and approved by the
Commissioner of Administration
or his designee prior to the
vehicle's assignment.

Maintenance And Repair:

All maintenance and repairs
should be performed by the
agency's own repair facility, if
one is available, or through the

National Fleet Accounts
Program as specified in the
Governors Executive Order gov-
erning small purchases. Tires,
batteries, glass, and transmis-
sion repair/replacement should
be obtained through specific
state contract if available (con-
tact the Office of State
Purchasing for additional infor-
mation). Preventive mainte-
nance should be performed at
least every six (6) months or six
(6) thousand miles. The
Preventive Maintenance Record
form (DA MV-4) should be used
for documentation and is high-
lighted in a manner which indi-
cates which services should be
performed at which intervals.

Accidents:

All accidents should be immedi-
ately reported to the police and
the department/agency. The
accident should also be report-
ed on the Accident Report form
(DA 204 1) and submitted to the
Office of Risk Management with-
in 24 hours in accordance with
the Office of Risk Management's
Louisiana State Driver Safety
Program. For additional informa-
tion contact the L.oss Prevention
section of the Q mm Of Risk
Management at { 342-8415
or Linc (8) %w_‘mﬁ 5.




